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INST RUCTIONS See Pubhmon No 76—RM-1 for instructions on completing this form. Farward signed origina! to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attenition: Schaduling Section.

' mmzucvuss )\_em:;-derm : : FOR RECORDS MANAGEMENT USE
Apphatmnocm : Ga. Department of Corrections Application Number .
Facilities Div., Inmate Affairs Section . 8 6.._ ll
T 2 ltiartln Luther King Jr. Dr., SE Bers et o e
Twin Towers East, 7th Floor ﬁ 288 ! ; % 1086
| Atlanta, GA 30334 WAR 4 | WAR 25 198!
2. Person to Contact | _ Working Tide _ Telaphone Number

Susan Davis L E Records Management Officer ' 656-5561
3. Action Requested ' R

3. [@ Estabusn Retention Schaduls; rccard will continua to accumulata.
b. 01 Disposs of present accumulation; no hnhef accumulation anticipated.

e 0 Amend Application \h Check One: 0} Change; [ Supercede; O Void
4, Dam of Serias 5. Records Serias Title ffollowed by title usad in offica; if different)
Earliest test Inmate Complaint, Grievance, and Disciplinary Appeal
/ST 2 | 2@59”‘}" Investlgatlve Reports File
6. Division and Office Function " What is the function of the Divisicn and the Office in which this record series is creited?

The Inmate Affairs Section handles all complaints, grievances, and correspondence
generated by the inmate population. The section investigates and assists in the
resolution of inmate problems and ensures the availability of formal channels of
communication and conflict resolution.

7. Record Serias Deseription  This file contains the following documents (ﬁwfude form numbm and mfu it any)
ST - Attach samples of the file.

Documents relating to: Investigating Complaints, Grievances, and D19c1p11nary Appeals f11ed
by all inmates, and to insur®qthe review of G.5.P. inmate complalnts by the G.S.P.
Grievance Committee and the Department's Hearlng Officer.

Included ars: 7. oo grievance form, complaint form, disciplinary appeal form, G.S.P.

. *Grievance Committee report, Departmental Hearing Officer reéeport for G.S5.P. immates,
Investigation report, letter of disposition of complaint, grievance or disciplinary
appeal.

- File is arranged: Chronologically by _yéar; then by Institution except for G.S5.P. which is

by Institution then by month. ) . ‘ K
8. Monthly Refersnce Rate How often are records refarred to which are: ’
1 Onetosix menthsold 120 ___ : Seven to twelve monthsold ___12 ; Thirteen to twenty-four months oid 4 .
turentv -five months and oider -7 . L . ]
L2 s LN . )
9. Annud Rnl of Accumulation of Rmrds i
Letter-size drawers Lngal-ma drawers .3_2_....1__ Shetvec ———————: Other {gpecity)
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X It not. whera iz it?

X b.ooog ﬂée sinas ﬁoazamsn conﬁdential information requiring security handhng? If yes, cite law or ragulauon

X1 ¢ Is thisa vital record?
X _d. Does this series have historical of long term resaa:ch value?
Whenonsormdowmntsmﬁnﬁh make it hecessary to keepzhumtreﬁhforalongpmod could thess

7 g. 18 tho mfofmauon eontamed in lhls sm r snal _z afglar recorded in a summarized report?
X B R aavd s Correcdiqms

h. Isthera a duphcmon of this seried in yow off'u, or in aq_other offics or agency?

L_;mmumﬂlw_‘l & oS or ,&/& R

Xt i ls ad?
X |__L._Does the record series result in 2 computar orintous?
11. Retention Requiremnants The following requirss the serias to be kept:
‘a. State Law - -2 i} years. d. Audit period yesrs.
b. Statute of limitation , e YearS. o, Administrative need — o yem
¢ Federal law . yesrs. ¢, Federal retention instructions —_.ysars,

Attach copy or excert of laws or regulations, Explain adminis;mivu need.

12, Appraved Disposition Instructions 'Thismncvummmsndsﬂmhfibwmbea:tnﬂatmeondofuch
' ’ S CCalendan.DanlYufGOﬂur__S_e.e_B_ﬂnL______then

P Hold in the current files ares monthi(s) vear(sl then
L] Transfar to iocal holding area; hold _._*:‘"—._..ths), then
0 Transfar to State Records Center; hold yearls); then
K Destray. '
Transier to State Archives for permanant retanticn.

Other [Specify)

Upon final disposition of case, remove from active file and place in
inactive file; cut off inactive file at end of each calendar year;
hold in current files area 4 yéars; then destroy.

" Thess instructions apply 1o all prior and future accumulations of tha ssrias,

Date | Records Menagement Officer {Signature) Date
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State Records Committes (Signature} _ Dare

Recommendations in para- ' | '

graph 12 are approved, State Auditor/Designea - M .3 -2y~ Te
(Y disspproved, attach letter )

of explanation.) Sscretary of State/Designes M W # l f / %

S | Attorney Gensral/Designee
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